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DEFITIONS OF TERMS-ENVIRONMENTAL MANAGEMNT SYSTEM 

Continual improvement 
Process of enhancing the environmental management system to achieve improvements in overall 
environmental performance in line with the organization’s environmental policy 

Environment 
Surroundings in which an organization operates, including air, water, land, natural resources, 
flora, fauna, humans, and their interrelation 

Environmental aspect 
Element of an organization’s activities, products, or services that interacts with the environment 

Environmental impact 
Change to the environment, whether adverse or beneficial, wholly or partially resulting from an 
organization’s activities, products, or services 

Environmental management system 
The part of the organization management system used to implement its Environmental Policy and 
manage its organization aspects that includes organizational structure, planning activities, 
responsibilities, practices, procedures, processes, and resources for developing, implementing, 
achieving, reviewing, and maintaining environmental policy 

Environmental objective 
Overall environmental goal, arising from the environmental policy, which an organization sets to 
achieve, and which is quantified where practicable 

Environmental performance 
Measurable results of the environmental management system, related to an organization’s control of 
its environmental aspects; based on environmental policy, objectives, and targets 

Environmental policy 
Overall intentions and directions of an organization related to its environmental performance; provides 
a framework for action and for setting objectives and targets 

Environmental target 
Detailed performance requirement of the environmental objectives, quantified where practicable and 
applicable to the organization or parts thereof, that must be set and met to achieve the environmental 
objectives 

Interested party  
Individual or group concerned with or affected by the environmental performance of an 
organization 

Organization  
Company, corporation, firm, enterprise, authority, or institution, or part or combination thereof, 
whether incorporated or not, public or private, that has its own functions and administration 

Environmental management system audit 
A systematic and documented verification process of objectively obtaining and evaluating evidence 
to determine whether an organization’s environmental management system conforms to the audit 
criteria set by the organization, and for communication of the results for this process to 
management 
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Prevention of pollution  
Use of processes, practices, materials, or products that avoid, reduce or control pollution; this 
may include recycling, treatment, process changes, control mechanisms, efficient use of 
resources, or material substitution 
 
Nonconformity 
Non-fulfillment of the requirements 
 
Prevention action 
Action to eliminate the cause of potential nonconformity 
 
Procedure 
Specified way to carry out an activity or process 
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1.0 INTRODUCTION 

The process of developing, implementing, and maintaining an EMS based on ISO 14001 
consists of the following five phases: 

a) Planning: 
· Environmental Policy 
· Environmental Aspects 
· Legal and Other Requirements 
· Environmental Objectives and Targets 
· Environmental Management Programs 

b) Implementation and Operation: 
· Organization Structure and responsibility  
· Training, awareness, and competence  
· Communication 
· EMS documentation  
· Document control 
· Operational control  
· Emergency preparedness and response 

c) Checking and Corrective Action:  
· Monitoring and measurement  
· Nonconformance and corrective and preventive action  
· Records 
· EMS audit 

d) Management Review and Continual Improvement  
 
This manual is intended to serve as guidance for the Sao Hill Industries (SHI) 
Environmental Management System (EMS) and will be one of the tools used to achieve 
the goal for continual improvement. 
 
The manual defines the scope of the SHI EMS and provides a linkage of documents to 
the various elements of the ISO 14001:2004 standard.  
 
The manual provides the following information: 

· Description of the core elements of the EMS 
· Summary of the approaches used to develop and implement the EMS 
· References and links to documents related to the existing EMS  
 
Other related EMS components, such as documented procedures, Environmental aspects, 
legal registers, forms, objectives, and targets are available on the Green Resources 
Intranet (http: www.greenresources.no). 



 

EMS Manual                                                      Page 7 of 20                                                                    Revision 1   
Document name EP02                                        Document level 2                                                           Retention 10 years 
Prepared Dec 2008                                              Date Reviewed Oct 2009                                              Next review Oct 2010                                                

�

2.0 SCOPE 

The EMS scopes of SHI described here under. 
 
· Sao Hill Industries Ltd: EMS covers Pole treatment operations including 

treatment process, log yard, offices, poles preparation, chemical store and the 
EMS scope excludes harvesting and transportation of poles.  

 
The EMS is designed to cover environmental aspects at which SHI can control and 
directly manage, and those it does not control or directly manage but can be expected to 
have an influence. 
 
 
3.0 DOCUMENT UPDATE 

The control of this Manual is in accordance with the EMS06 – Documentation and 
Document Control Procedure. All soft copies of this Manual not marked 
"CONTROLLED" are uncontrolled and should be used for reference purposes only. The 
ISO Manager or designee following approval by the Managing Director (MD) will issue 
amendments to this manual.  
 

4.0 PLANNING 

4.1 Environmental Policy 
The Green Resources Environmental policies (English and Swahili) are endorsed by the 
Chief Executive Officer (CEO) and MD of Green Resources AS. The policies cover all 
activities within Green Resources area of operations. The Policies includes a commitment 
to continual improvement and prevention of pollution, as well as a commitment to meet 
or exceed relevant environmental legislation, regulations and other requirements. The 
Policy will be reviewed periodically following change in Environmental aspects and 
objectives and get communicated to all employees and made available to the public in 
accordance with the EMS05 – Communication Procedure  
 
Appendix A and B – Environmental Policy for Green Resources AS. 
 
Reference Material ISO 14001:2004 Standard (4.2) 
Applicable Procedures: EMS05 – Communication Procedure  
 
English and Swahili Version: http://www.greenresources.no 

4.2 Environmental Aspects 
Element 4.3.1 requires the organization to establish and maintain procedure that can be 
used to identify the environmental aspects of its activities, products, or services, over 



 

EMS Manual                                                      Page 8 of 20                                                                    Revision 1   
Document name EP02                                        Document level 2                                                           Retention 10 years 
Prepared Dec 2008                                              Date Reviewed Oct 2009                                              Next review Oct 2010                                                

�

which it can have control or influence, and to determine those aspects that can have 
significant impacts on the environment. This element also requires the organization to 
ensure those aspects related to significant impacts are considered in setting its 
environmental objectives.  
 
The SHI have developed a methodology for identifying the environmental aspects of its 
activities, products, and services that it can control and can be expected to have an 
influence over.  This methodology includes identifying the impacts associated with 
environmental aspects and determining the significance of those impacts identified using 
the EMS01-Aspects Identification Procedure.  
 
The ISO Officers identify environmental aspects in assistance with departmental or 
section representatives. Also determines which environmental aspects have or can have 
significant environmental impacts. The process of aspect identification have included, 
where applicable, review of the legal requirements applicable for the SHI area of 
operations, site review, inspections, departmental audits, community complaints, 
regulatory communication, incident reports, etc. 
 
Environmental aspects and significant environmental aspects are reviewed at least 
annually depending upon introduction of new projects, technology, audits findings, etc. A 
list of Environmental aspects for SHI is accessed from Green Resources intranet 
(www.greenresources.no) and hard copy kept in the EMS file by ISO Officer. 
 
Reference Material ISO 14001:2004 Standard (4.3.1) 
Applicable Procedures: EMS 01-Aspect Identification Procedure. 

4.3 Legal and Other Requirements 
Element 4.3.2 requires the organization to establish and maintain a procedure to identify 
and have access to legal and other requirements to which the organization subscribes that 
are applicable to its activities, products, or services. 

SHI has established an environmental procedure for identifying, accessing and 
communicating legal and other requirements that are applicable to the organization using 
the EMS02 – Identification and accessing legal and other requirements Procedure. 
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· Tanzanian Parliament website 
http://www.google.co.ke/search?hl=en&q=Tanzania+legislation 

· National Environmental Management Council (NEMC) website 
http://www.nemctan.org/directorates_legal1.htm) 

· http://www.lexadin.nl/wlg/legis/nofr/oeur/lxwetan.htm 
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· Legislation Documents 
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At least annually, the ISO Manager reviews the legal register especially when changes 
occur.  
 
Reference Materials: ISO 14001:2004 Standards (4.3.2) 
Applicable Procedures: EMS02 –Legal Compliance Procedure  

4.4 Environmental Objectives and Targets 
Element 4.3.3 requires the organization to establish and maintain documented 
environmental objectives and targets at each relevant function and level. The objectives 
and targets should be in consistent with the environmental policy, have the commitment 
to comply with applicable legal requirements, pollution prevention and continual 
improvement. 

SHI  has established objectives and targets to achieve the Environmental policy and  
manage the aspects by starting with those of high significance and followed by moderate 
significance identified within its area of operation. 

The objectives and targets developed have to put into consideration the legal and other 
requirements, its significant environmental aspects, technological options, financial, 
operational, and business requirements and the views of interested parties. 

The objectives and targets are reviewed annually and are accessed from company’s 
intranet (��������
����������
� %� 

4.5 Environmental Management Programs 
Element 4.3.4 states the organization shall establish and maintain one or more programs 
for achieving its objective and targets. The program(s) must include: 1) the designation of 
responsibility for achieving objectives and targets at each relevant function and level of 
the organization; and 2) the means and timeframe by which they are to be achieved. 

SHI has established environmental management programs (EMP’s) as a means for 
achieving objectives and targets. These programs define the actions to be taken, those 
responsible for undertaking those actions and planned deadlines for their implementation. 
Management programs are reviewed when a project relates to new developments and or 
modified activities, products, or services or changes of objectives. 
 
Management Programs are accessed though www.greenresources.no. 
Reference Material: ISO 14001 Standards: 2004 (4.3.4) 
Applicable Procedure: EMS03 – Objectives, targets and EMP Procedure 
 
 



 

EMS Manual                                                      Page 10 of 20                                                                    Revision 1   
Document name EP02                                        Document level 2                                                           Retention 10 years 
Prepared Dec 2008                                              Date Reviewed Oct 2009                                              Next review Oct 2010                                                

�

5.0 IMPLEMENTATION AND OPERATION 

Clause 4.4 of the standard involves carrying out the actions that were identified during 
the planning stage of the EMS. The implementation and operation clause contains seven 
elements:  

· Structure and responsibility  
· Training, awareness, and competence  
· Communication 
· EMS documentation  
· Document control 
· Operational control  
· Emergency preparedness and response 

5.1 Organizational Structure and Responsibility 
EMS roles, responsibilities and authorities are defined at relevant functions and levels 
within the organization to achieve the goals established in its Environmental Policy and 
objectives and targets.   
 
The SHI management team provides the resources essential to the implementation and 
control of the EMS, including: trainings, human resources, working resources, and 
financial resources, technical and informational services. It has designated an ISO 
Manager and other environmental personnel who are responsible for managing the EMS 
across the organization.  The ISO Manager Responsibilities include: 

· To develop and implement   ISO 14001 
· Disseminate required knowledge and techniques to Officers. 
· Ensuring that EMS requirements are established, implemented, and maintained 
· Reporting on the performance of the EMS to senior Management. 

 

Department Heads and or managers are responsible and accountable for effective 
implementation of the EMS and environmental performance within their departments or 
sections.  Effective implementation includes establishing the roles and responsibilities 
within the department to guide the department in achieving the goals of Environmental 
Policy and implement the department's EMS action plan. 

Reference Material: ISO 14001:2004 Standards (4.4.1). 
 

5.2 Training, Awareness and Competence 
Element 4.4.2 of the ISO 14001 standard requires the organization to identify training 
needs. Employees must be trained and made aware of the importance of conformance 
with the environmental policy and procedures, the significant environmental impacts of 
their work activities, the benefits of improved performance, and the potential 
consequences of not meeting them. 
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SHI has established Training Awareness and Competence Procedure for the purposes of 
providing means of identification of the knowledge and skills necessary to meet 
compliance to achieve the Environmental Policy, objectives, and targets. Respective 
heads of sections or departments and ISO Officers identify training needs. Heads of 
departments are responsible for identifying trainings relating to their daily routine work 
to ensure they are performed according to the required procedures and standards while 
environmental trainings identification by ISO Officers following compliance evaluation. 
The ISO Officer maintains the environmental training records. 
 
The procedure also provides necessary means to train employees at each relevant 
function and level, so they are aware of the environmental policy, significant 
environmental aspects, their roles and responsibilities in achieving the requirements of 
the EMS.  
 
Applicable Procedure: EMS04 – Training Awareness and Competence Procedure 
ISO 14001 Standards: 2004(4.4.2) 

5.3 Communication 
Element 4.4.3 requires that the organization establish and maintain procedures with 
regard to its environmental aspects and EMS for internal communication between the 
various levels and functions in the organization, and receiving, documenting, and 
responding to relevant communications from external parties. The element does not 
require the organization to actively provide public disclosure of any information other 
than the EMS Environmental Policy. 
 
SHI has internal and external communication system that includes new employee 
orientation, inter-departmental environmental committee meetings, community meetings, 
email system, awareness and trainings, policies on bulletin boards, reports and the Green 
Resources Intranet to facilitate and enhance communication. 
 
SHI has established and maintains a Communication Procedure for internal and external 
communications to report internally and external where desired on the EMS issues in 
order: 

· Demonstrate management commitment to the environment; 

· Deal with concerns and questions about significant environmental aspects; 

· Raise awareness on environmental policies, objectives, targets and 
programs; 

· Inform internal and external interested parties about EMS and performance 
as appropriate. 

 
Reference Material ISO 14001 Standard (4.4.3) 
Applicable Procedures: EMS05 – Communication Procedure  
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5.4 Environmental Management System Documentation 
Element 4.4.4 requires the organization to establish and maintain information, in paper 
or electronic format, that will describe the core elements of the management system and 
provide direction to related documentation. 
 
SHI EMS documentation has the following five formal components: 
· Level 1: The environmental policy, which is a statement of the organization’s intentions 

and Principles in relation to its environmental performance. 

· Level 2: The EMS Manual that provides an overview of the core element of the EMS 
and describes how the EMS is being operated across its subsidiary companies. 

· Level 3: EMS Procedures that define the process for achieving EMS elements. 
· Level 4. These include department operational documents, which describe how the 

department is playing its role to implement the requirements of level one and two 
documents. It may include standard operational procedures, work instructions, 
manuals 

· Level 5. Includes records such as forms, permits, reports, checklists etc. 

The pyramid below illustrates the amount of information, gaining in size as you move 
from the top to the bottom of pyramid. 
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Reference Material: ISO 14001:2004 Standards (4.4.4) 
Applicable Procedures: EMS06 – Documentation and Document Control Procedure 

5.5 Document Control 
Element 4.4.5 requires the organization to establish and maintain procedures for 
controlling all documents required by the standard to ensure that they are easily 
accessible, periodically reviewed, obsolete documents are removed and retained for 
Legal, knowledge and audit purposes. 

Policy 

EMS Manual 

EMS Procedures 

Environmental Operational Procedures 

Environmental and EMS Records 
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SHI has established a Documentation and Document Control Procedure for controlling 
all documents related to the EMS. This procedure describes where documents can be 
located and how and when they are reviewed. The procedure ensures that current versions 
are available and that obsolete documents are promptly removed from use or are suitably 
identified. Controlled documents are obtainable from the Company’s intranet and 
Environmental Management System Hard copy Files.  
 
The documents format does have the following features: 
· Document level 
· Approval (signature) – for documents level 1, 2, 3, 4 and some of documents at level 

5 (e.g. Legal Register, Aspect Register, Objectives and Targets, EMP,). 
· Document name 
· Date Prepared, Issue and review date 
· Document number  
· Revision number 
· Obsolete for Documents not in use. 
· The location where the document kept/saved 
 
A list of controlled documents is provided in Appendix C - Master Document List. 
Reference Material: ISO 14001:2004 Standards (4.4.5) 
Applicable Procedures: EMS06 – Documentation and Document Control Procedure 

5.6 Operational Control 
Element 4.4.6 requires the organization to identify those operations and activities that are 
associated with the identified significant environmental aspects in line with its policy, 
objectives and targets. 

Significant Environmental Aspects associated with activities, products, and services 
within Green Resources subsidiary companies have been identified.  This was done 
enable identify the operational controls to address potential significance environmental 
impacts. 

The organization has developed operational control procedures for activities that may 
contribute to potential significant aspects. These procedures cover the situations where 
their absence could lead to deviations from the environmental policy and the objectives 
and targets. 
 
Reference Material: ISO 14001:2004 Standard (4.4.6). 
 

5.7 Emergency Preparedness and Response 
Element 4.4.7 of the standard requires the organization to establish and maintain 
procedures to identify the potential for and responding to accidents and emergency 
situations, and for preventing and mitigating the environmental impacts associated with 
them.  
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SHI conducted examinations of its operations and identified the potential for emergencies 
and emergence cases depicted as follows: 

· Fire 
· Spills   
· Emissions 
· Accidental discharge to water. 
· Accidental discharge to land  
· Disaster preparedness 

 
Emergency preparedness plan and procedures have been established describing what 
steps to be taken for responding to accidents and emergency situations, and for 
preventing and mitigating the environmental impacts that may be associated with them.  
Also it has invested on equipments like fire extinguishers, alarms system, fire bitters, 
security towers, water storage tanks, trainings and other formal written procedures are in 
place to responding to emergency situations. 
 
All departments or sections need to adhere to procedures for responding to accidents and 
emergency situations.  Emergency response procedures are reviewed where necessary 
 
Reference Material: ISO 14001:2004 Standard (4.4.7) 
Applicable Procedures: EMS07 – Emergency Preparedness and Response Procedure 
 
 
 
6.0 CHECKING AND CORRECTIVE ACTIONS 

The operational controls and implementation programs must be monitored and measured 
for effectiveness. This section presents an overview of the SHI’s implementation of 
Clause 4.5 of the ISO 14001 standard, which contains four elements that are intended to 
measure and evaluate the effects of actions taken during implementation and operation:  
 

6.1 Monitoring and measurement  
 
Element 4.5.1 requires the organization to establish and maintain procedures to monitor 
and measure, on a regular basis, the key characteristics of its operations and activities that 
can have a significant impact on the environment. This includes tracking performance, 
relevant operational controls, and conformance with the organization’s objectives and 
targets. 
 
SHI has established a procedure to monitor and measure the key characteristics of its 
operations and activities that can have a significant impact on the environment. The 
procedure outlines the requirements of the program and to periodically review regulatory 
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compliance and report results to management on a yearly basis, especially during 
management review meetings.  
 
SHI has developed a monitoring program to ensure impacts associated with the operation 
are identified and monitored. 
  
Products, activities, and services that can have a significant impact on the environment 
have monitoring and measurement processes in place.  These processes include tracking 
progress towards meeting the goals established Environmental Policy by implementing 
Environmental Management Programs 
 
Reference Material: ISO 14001:2004 Standard (4.5.1) 
Applicable Procedures: EMS08 – Monitoring and Measurement Procedure 

6.2 Nonconformance and corrective and preventive action  
Element 4.5.2 requires the organization to establish and maintain procedures for defining 
responsibility and authority for handling and investigating nonconformance, taking action 
to mitigate any impacts caused and for initiating and completing corrective and 
preventive action. 
 
SHI has established Nonconformance and corrective and preventive action procedure for 
defining responsibility and authority for handling and investigating nonconformance, for 
taking action to mitigate impacts, and for initiating and completing corrective and 
preventive action. Any changes in procedures resulting from corrective and preventive 
actions are implemented and recorded. 
 
The following tools are used to identify non-conformance: 

· Incident Reporting 
· Inspection program 
· Audits (External and Internal) 
· Non conformity Reporting 
 

  
Reference Material: ISO 14001:2004 Standard (4.5.2) 
Applicable Procedures: EMS09 – Control of Non-conformance, Corrective and 
Preventive Action Procedure 

6.3 Records 
Element 4.5.3 of the standard requires the organization establish and maintain 
procedures for the identification, maintenance and disposition of environmental records. 
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The following aspects also have been included in the records: 
· Permits  
· EMS Reports  
· Environmental Incidents Reports 
· Environmental aspects and their associated impacts 
· Environmental training records 
· Inspection records 
· Information on emergency preparedness and response 
· Details of non-conformance, incidents, complaints and follow-up action 
· Legal register 

 
Reference Material: ISO 14001:2004 Standard (4.5.3) 
Applicable Procedures: EMS10 – Environmental Records Procedure 

6.4 EMS Audit 
Element 4.5.4 requires the organization to establish and maintain programs and 
procedures for periodic EMS audits. The audits should determine if the EMS conforms to 
planned arrangements for environmental management, has been properly implemented 
and maintained, and provides information on the results of audits to management. ����
����������
�����-��
��)�����������������

��������� ����

��������� �
 

· Audit scope 
· Audit frequency 
· Audit methodologies 
· Responsibilities and requirements for conducting audit 
· Communication of the audit results. 

 
Periodic system audits are conducted to ensure that the EMS has been properly 
implemented and maintained. The results of these audits are provided to management. All 
auditors are trained and audit records including checklist, reports, are kept  in the 
company’s intranet . 
 
Reference Material: ISO 14001:2004 Standards (4.5.4) 
Applicable Procedure: EMS11 – EMS Audit Procedure 
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7.0 MANAGEMENT REVIEW  

Clause 4.6, Management Review, requires the organization’s top management; at 
intervals to determine appropriate, to review the EMS to ensure its continuing suitability, 
adequacy, and effectiveness. This process, which must be documented, will ensure that 
the necessary information is collected and presented to senior management, to allow them 
to make out this evaluation. 
 
The SHI management team review process; addresses the possible need for changes to 
policy, objectives, and elements of the EMS, in light of EMS audit results, and the 
commitment to continual improvement. Environmental personnel or designee keeps 
meeting minutes and attendance register. 
 
Reference Material: ISO 14001:2004 Standards (4.6) 
Applicable Procedures: EMS12 – Management Review Procedure 
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8.0 APPENDICES 

Appendix A: Environmental Policy –English Version  
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Appendix B: Environmental Policy –Swahili Version 
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Appendix C - Master Document List  
 
ENVIRONMENTAL MANAGEMENT SYSTEM DOCUMENTS  
S/N Title No. Of 

pages 
Revision 
No. 

Date 
Prepared 

Date 
Reviewed 

Issue Date 

EP01 Environmental Policy 1 1 Nov 2007 Dec 2008 Jan, 2009 
EP02 EMS Manual 20 1 Dec 2008 Nov 2009 Nov 2009 
EP03 Register of 

Environmental Aspects 
5 1 Nov 2008 Oct 2009 Nov 2009 

EP04 Legal Register  48 1 Nov 2008 Oct 2009 Nov 2009 
EP05 Objectives and Targets 3 1 Dec 2008 Nov 2009 Nov, 2009 
EP06 EMP 8 1 Jan 2009 Nov 2009 Nov, 2009 
EMS01 Aspects Identification 

and evaluation  
6 1 Nov 2008 Oct 2009 Nov 2009 

EMS02 Legal Compliance 5 1 Nov 2008 Oct 2009 Nov 2009 
EMS0 3 Objectives, targets and 

EMP 
4 1 Nov 2008 Oct 2009 Nov 2009 

EMS04 Training Awareness 
and Competence 

3 1 Nov 2008 Oct 2009 Nov 2009 

EMS05 Communication 
Procedure 

4 1 Nov 2008 Oct 2009 Nov 2009 

EMS06 Documentation and 
Document Control 

4 1 Nov 2008 Oct 2009 Nov 2009 

EMS07 Emergency 
Preparedness and 
Response 

5 1 Nov 2008 Oct 2009 Nov 2009 

EMS08 Monitoring and 
Measurement 

4 1 Nov 2008 Oct 2009 Nov 2009 

EMS09  Non-conformity 
Control Procedure 

4 1 Nov 2008 Oct 2009 Nov 2009 

EMS10 Records procedures 3 1 Nov 2008 Oct 2009 Nov 2009 
EMS11 EMS Audit 4 1 Nov 2008 Oct 2009 Nov 2009 
EMS12 Management Review 3 1 Nov 2008 Oct 2009 Nov 2009 

 


